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BSO Tutorial for Tax Year 2003

W-2 Online

Contains the following lessons:

e Create aForm W-2 Online
 Resume the Creation of Unsubmitted Form W-2s
* Download Submitted W-2s
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Lesson 1: Create Form W-2s Online

Follow the instructions below to create up to 20 Form W-2s online.

Step 1. Point your browser to the Business Services Online Welcome page:
Www.soci al security.gov/bso/bsowel come.htm.

<} Business Services Online Welcome Page - IE6 = FO i =10 =|

File Edit ‘iew Favorites Tools  Help
dmBack - = - E) ot | ‘Qisearch [GlFavorites Media % | Ey- S - = fe

Links **

1 5naglt

Address I hktp: /v, socialsecurity, gov/bso/bsowelcome. htm j @GD

Step 2:  Select the Login link on the Business Services Online Welcome page.

= Login
o

i wou hiee already registered, legin to use B850 senioes and to maintain your BSO account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.

By Seleciing o =1 Sccepd” Bulber, you aie cenifying et you
undergiend and agree to the terme of use for Business Senvces
Olinm Lhal Sartain 85 lhe Brpaje) of B ceas pou are BSssitad

tapoag | (DO T At |
1=

The system displays the Business Services Online Login page.

Social Security Administration Page 1 of 22


http://www.socialsecurity.gov/bso/bsowelcome.htm

BSO Tutoria — Tax Year 2003 W-2 Online

e Sowial Sevurn nlire

% Business Services Online

Jatia Fecunty v Baeaimesn fanicem Onbioe @50

e
B ine eranas Crbry o
Thies Wil 1&gl gl on FIN and passvedid, e St Login
Fereanal ldentilicaticn Mumber (FIN;: Fassword I
Logn Coial |
1 A o e I iFL ] I o pEAl PR o T 1
[EECHIE [ENaE wfr 3 ol He Errpdor Heparirg ¥ i w1
Tl i Fi ) i i
I Pl T O 0I5
Hrve @ gussien  Cal 1880772 8370 & apmak =ib Ermaloper Cusiomsr Serdce peranans

For TOOUTTY call 10125 87T

Step 4. Enter your PIN and password.

Step 5:  Select the L ogin button. The system displays the BSO Home Page. (To return to the
Business Services Online Welcome page, select the Cancel button.)

Step 6: Select the Enter FormsW-2 for Tax Year 2003 link.

B Enter Forms W-2 for Tax Yeag 2003
Create, print and submit your Forms '-f’d\r_"}and Form Wi-3 for Tax Year 2003,

The system displays the W-2 Online Information page.

If you have any existing unsubmitted reports, the systemwill display the

Unsubmitted W-2 Online reports for Tax Year 2003 page. For TY 2003, you

may have a maximum of five unsubmitted reports at one time. To start a new

report, you must first submit an existing report. If there are four or less

NOTE reports you may continue without submitting the existing reports by selecting
the Start a New Report button. Refer to Lesson 2: Resume Unsubmitted

W-2s for more information.

Social Security Administration Page 2 of 22



BSO Tutoria — Tax Year 2003 W-2 Online

G wl SoruineUnie.
“ Husiness Services Unline
ECHT=ETS

W¥-2 Onlime infoamation for Tax Year 2003

= | ey ww e PR T Sy s § e rm o
=yl v [ e T R BT BT B S P G Y R ] e
o Bolessillleny i 1 il sk o i e i L e e B i Tl S sl

J d

s e alabebe- Sy el Ml (e | e o e o | e
- a, i el B A T e el
i i (24

= e
S — T ——
g = " ¥
- —— G
RIS
HOT e
- -
[
» Py ot o b -
iy [ T — .
= = mparmE e
i e
] . [
4 e w14 ey ¥
=
i s R i ol L S AP S i
- L 0 o . i P Bl (A s
T e e L R T mE Eremad LN ST P e g
i, oy
Fhaf [T M- SaEeue
e W T it | ST 4O Y W W i
r— [ERSEH—— s
—rum b -

PR R T S A D U TR S P NS LT F N

FEE AT B YEN N

Step 7 Select the appropriate response for the FOR WHOM ARE YOU FILING? section
after reviewing the Registration Information.

The FOR WHOM ARE YOU FILING? radio buttons are not available for self-
employed users.
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W-2 Online

Step 8:  Select the Continue button after reviewing the Privacy Act and Paperwork

Reduction Act notice. The system displays the W-2 Online Employer Data page.
(Otherwise, select the Cancel button to end this session and return to the BSO

Home Page.)
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“ Business Services Online
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Step 9:  Enter your employer information.

All fields marked with an asterisk must be compl eted.

Step 10: Select the Continue button. The system displays the W-2 Online Form W-2 page.
(Otherwise, select the Cancel button to exit and return to the BSO Home Page.)
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W-2 Online

" Business Services Online

W-2 Online Form W-2 for Tax Year 2003
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Step 11: Enter the W-2 data in the appropriate boxes.
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Step 12: Select New W-2 to save this W-2 information and create another W-2. Select the
Done button to save this W-2 information and proceed to the W-2 Online Data
Review page. Select the Cancel button to delete entries made to this W-2.

You can enter a maximum of 20 W-2s. When entering your 20" W-2, the
systemwill no longer display the New W-2 button.

Step 13: After you select New W-2 or Done, you may receive an dert. If so, you will need to
review your data and make any corrections or select an override response for each
alert. Then, select Done or New W-2 to proceed to the W-2 Online Data Review

page.

A review of this W-2 has generated the following alerts.,

| Flea=e review the dats associated with the alests and make any comeclions necessan

[Hame and 55N Mismatch Alar ;

The Marms and S5 you provided doss not match our reconds, Please venfy thal the name and S5 exactly match the
[rarme and SEN on the employee's Social Secunly card. Il you are sure the S5M and Mame are corec, check the box
|below, Select a bufbon a8 the boftom of ikes page 1o conlinue

[ Check this box & the S8M and Employes name data provided is comect accarding to the Employes's Social
| Seturly Cand and youwr payrall records

Social Security Tax Rate Alert:

The Social Sacunty tax rate for 2003 is 6.2%. The Socisl Secunty tax withheld [Box 4] on § 4 500000 [Box 3 + Box 7)
should ke § 279000 F you are sune the Social Secunty wages (Box 3). tips Box T) and tax withheld [Box 4) amounts
| are cormect, check the box below then select a butlon a1 the bottarn of this page bo conlmue processng this Wed

™ Check this box & the Social Securily wages, tips, and fax withheld data provided is comec

| Medicare Tax Rate Alert:

The Medicare tax raie for 2003 i5 1. 45%. The Maedicars tax withheld (Box &) on § 30 000.00 (Box 5)

should ke § 435 000 F you are sure the Medicars wages and tips [Box 5) and Medicans tax withheld [Box B) semouets
| are cormect, check the box bedow then select & button &t the bottorn of this page to continue processing this W-2.

I Check this box f the Medicane wages and tips, and Medicane tax wilhheld data provided i comect.
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W-2 Online Data Review for Tax Year 2003
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Step 14: Select the View/Edit button next to the appropriate record to view or edit the W-2
data. If you want to delete the W-2 data, select the Delete button next to the
appropriate record.

Step 15: Select one of the following options: New W-2, Edit Employer Info, Goto W-3,
Save & Quit, or Quit without Saving.

The Save & Quit option will not be available if you logged in with your PIN
and SSN.
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Step 16: Select the Go to W-3 button to submit your wage data. The system will display
your W-2 Online Form W-3 for your review.
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Step 17: Select one of the following options:

Submit Wage Report button to submit your wage information. Go to Step 18 for
more information.

Print Wage Report button to print or preview your wage report prior to submitting
it to SSA. Go to Step 22 for more information.
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Return to W-2 Data Review Page button to edit your data. Go to Step 27 for more
information.

Step 18: Select the Submit Wage Report button on the W-2 Online Form W-3 page. The
system displays the W-2 Online Receipt Acknowledgement page.

Sm;mt\,{}rﬂh‘t . X
2" Business Services Online
| -2 nine tioh |

WW-2 Online Receipt Acknowledgment for Tax Year 2003
Datie: 24 Sep 03 Time: 0979 AM Eastorn Time

Your annual wage report has been submitted to the Social Security Administration.
DO NOT SEMD US PAPER FORMS.

Thiz annual wage report was submitted for:
Employer Mame: ACME ASSOCIATES
EIN: 999999999

Your Wage File Identifier (WFID) is JNYES3.

TheWFID is a number assigned to your submission for tracking purposes. You can check on the
status of your submission by selecting View Submission Stalus / Emors / Nolice information on the
BS0 Home Page and loaking for this WD

IMPORTANT! Do the following before proceeding:

1. Use your browser menu 1o save or pant this acknowledgment of recaipt for your records

2. Right-click on tha file link below {or tab to it and press Shift + F10) and select Save Asto
downiload your W2 M3 file. Depending on your configuration, this download could take 5
mnutes or konger

You will need Adobe Acrobat Reader to pant your Forms W-2 and Form W-3_ Acrobat
Riagder wersion 5.0 is recommended, i this software is not installed on your computer, fadlow
this link to download it fram Adobe’s free download page

Mote: You can also open the file in Acrobat Reader from its current location wathout
downloading it To open the file from its curent locabon, left-click on the WFID (or tab to it and
press Entar)

Emplovers are required by law to keep copies of Forms YY-2 and W-2 for four years

Thiz e will conlinue fo be available through 102402002 by selacling 'Downioad Submiffed
W-2's" from the BSO Home Page. Afler this dale, it will be discarded

JNYESS paf

_ Costewe |
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Step 19: Right-click the file link to save the wage file.

Step 20: Select Save Target As option from the browser menu to save the file. (Otherwise,
select the Continue button.)

four Wage File ldentifler (WFID) s JMNYEE3.

The WFD is a numizer assignad to your submmission for tracking purposss. Yo can check on the
gtatus of your submission by selecting View Submizsion Stafus/ Emars f Nolice (nformebon on the
ESC Horma Pags and lookang Tor this WFID

IMPORTANT! Do the follawing before proceeding:

1. L your browssr meni i Seve of prink this acknowledgriant of recespl for wour reconds

2. Rught-chick on the fils link Balow (of (e 02 i and press Shift + F10] and salect Seve 4510
download your We2 ! W3 file. Depending on your configuration, this dovnload could take 5
TN OF lonoen

ol pad Adabe Acrabal Resder 0 prinh your Famms Wor and Form W3 Acrabet
Reader warsion 5.0 is recommended. Fthis software is not instalked on your computer, foliow
Lhis iri po dessriaad it Trorm Adobas's free dawnlosd pags

Mot You can @50 apen [ha file in Acrobat Feader nam ils cumant [6eation wilhaut
dowrioading it To opsan the file from its oument location, lef-cick an the WFID Jor tab to it and
prass Enter]

Emplovars ars requirsd by law ta keap copies of Forms W3 and Wi-2 for four yesars
Thiz filg wall corfinws o be svaulebls dowgh 10248M3 iy selecling Downioed Submilisd
W2 from fhe BS0 Home Pags. Aflsr thiz dafe, i/ will ba discerded
JMYEE3 pAF
Elihi--F Ry e
Hpen iy by Yo
Combinue

Your wage file will be available for you until the date displayed on your
Receipt Acknowledgement.

Step 21: Select the Continue button. The system displays the W-2 Online Thank Y ou page.
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sy Socal SecurityOnline \
= Business Services Online

W-2 Online Thank Yeou

AP ORTANT

Fyour have not santed your e, right-cick an he M be ko {or 3 60 and press Shil+
F10) and salect S Axto save your Form W3 and Form W2 inlomiah on onogolr compuber

This I8 your 8t chance (o Bave your dsln
JPY228 pdf

Tihig fila wall coniniid 10 0e svswabha dhmouah 121200 04 salacting Tosmioad Sutmilian W

£3' o the g0 Home Sage
Warming: Linsudmitian repars wall ba geikied & 1ou oo aolanf tham baiare s above pwge

daln

A wois hwe o woir fika, folloyw his Ank to downicad Adobs Acrobat Reader if ths softwana
= not aireack) instaled on iy Compber. o will nessd Adobs Acrobeal Reader fversion 5005

recomimended) 1o pont your Fomm Wl and Fomms W2
BS0 Haime Pags

Step 22: Select the Print Wage Report button on the W-2 Online Form W-3 page to print
the wage report. The system displays the W-2 Online Report Print page.

Social Security Administration Page 12 of 22



BSO Tutoria — Tax Year 2003 W-2 Online
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If you do not have Adobe Acrobat Reader on your computer, you can
download it by selecting follow this link near the top of the page.

Step 23: Select the Print Preview link. The system displays the Forms W-2.
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Step 24: Select File>Print from the menu bar or select the Print icon from the tool bar.
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Step 25: Select File>Close on the menu bar after printing to close the window.
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The system returns you to the Print Preview page.

Step 26: The options on the Print Preview page will alow you to submit your wage file to
SSA, return to the W-3 page, return to the W-2 Online Data Review page, save your
data, or quit without saving your data.

Step 27: Select the Return to W-2 Data Review Page button on the W-2 Online Form W-3
page to edit your W-2 data. The system returns you to the W-2 Online Data Review
page.

- Socil SecurityOnlire \
% Business Services Online
EXETT|
W-2 Online Data Review for Tax Year 2003

This wiage report i being preparad for:
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L esson 2: Resume Unsubmitted W-2s

Follow the instructions below to continue working with W-2 Online reports that you have
saved but not yet submitted. SSA will delete any saved reports that you do not submit or
update within 90 days. All unsubmitted Form W-2s will be removed on December 31.

You may have up to five saved reports. If you have more than one saved
report, you must re-enter W-2 Online after resuming work with each one.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

43 Business Services Online Welcome Page - IE6 = FO ) 1Ol =|

File Edit ‘iew Favorites Tools  Help ﬁ
= EBack - = v @ o | @Search [32] Favarites @Media ’53 | %v =h - Ej |§¢

Links **

81 5naglt

Address l hktp: | e, socialsecurity, govibso/bsowelcame, htm j @GU

Step 2. Select the Login link on the Business Services Online Welcome page.

= Login

Fwou have already registered, legin to use B850 senvices and to maintain your B850 account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (at the bottom of the page) after reading the conditions
defined on the BSO - Privacy Policy Statement page.

Ery meleciing s ] Azcepd bumer you are certifping sk wou
undersfand and agres bo the tsrme of use for Business Services
Cindinm Lharl artain s ihe sypeja) of B2 ceas pou ar mserizad

'Jl.-.m'l'J VD0 T At |

The system displays the Business Services Online Login page.
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W-2 Online

Sooal Secumnr inke

" Business Services Online
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femporary parsword withm 27 days ool the Empleyer Bs Bmnch s £000-77 62710 hpts=en
Windis arel Freday, 700 @m 16 700 pm. Edslam Tene iy wluo call (Wi eunbs § oo his
g obies yaur PIM of Paggesiid For TOOTTY call | -600-2050070

Have @ guashen? Cal 1RDITHEIN 18 wp ek wib Enplopar Cuslimer Sarace gerssmel
Far TOCUTTY call 1-E08-1250778.

Step 4:  Enter your PIN and password.

Step 5:  Select the L ogin button to display the main menu. The system displays the BSO
Home Page. (To return to the Business Services Online Welcome page, select the

Cancd button.)

Step 6:  Select the Resume Unsubmitted W-2s link.

® Resume Unsubmitted W-2s
Continue processing yn‘E.',_',].lnsubmitted Wi-2s,

The system displays the Unsubmitted W-2 Online Reports page.
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- Soctal Securiy COnline
% Business Services Onling
[ w2 Duine st |
Unsubmitted W-2 Online Reports for Tax Year 2003

Yiow howe 1 mawed repoet Sherl you Bave ral yel submitled
To sesume & pressaus mopon, selact e “View Edt” buSan rast bo the rapad you wish (o conlirie ediicg. To sfar @ o
AUBTiE S Det e b Hhi "ERat @ e sepod” balion bl ow

Meda; [igufurifid Wel Onidimn raports see dalied ¥ you @0 el seioe weck ing o Bharn sler B deye

Unsubmilted Raports
Wumbsr Have Puirga
¥ Emslowsr Nams Ein ef Wis Date  Due Cptisns
1. ACME KISOCWIED [Itr e 0 DO2A000E 12250003 veew EMNT | | Delle st
Optians
il 4 Maw Bemnd | Bt 4 new W3 COiiice Wisgs e per
[BS0 Huwras | Retumn o e BS0 Home Pags

Step 71 Select the View/Edit button for the specific report to view or modify the report. The
system displays the W-2 Online Data Review page. (To delete the report, select the
Delete button for the specific report.)

The Start a New Report button will not be displayed if you have the
maximum number of unsubmitted reports (5).
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e, Social SecurityOnline !
% Business Services Online
EXETTTT|
W-2 Online Data Review for Tax Year 2003

This wags repart is being prepared far;
EFN: T9_0a50050

ACHE ASAOCIATES
13 N BTREET
ERTOWN, BT dd kg

i EEM Hame Opbons
1 1¥3-45-ETHE JOHN G PUBIIC ‘Wi | B #1 I Dbt 51
Options
Bl W 7 reals st e by
Filit Freephmar bife Changa M g oy | nfamatien you antars
s "W U Farm W3 aiale. Fram e wio e subnt v e repoe, priel

oL wapa depard, o neium o bhe WieT Dela Fovicw page

Ed] V-3 Oinfine wilthdu] Bnslif ng iUt anfesl sage repod. Your amelomi
Kivaw 1 Chiil g i e oo e owd | e seys untdl 110700004
P T i ) i St Off podr WD DT

Ol R Edl V-2 Online vl Tl o el O oy e A Tl | s rEOR] V0P ARl Oy
Sy Rl oot F o - 3 el MO T 26 5 e d

Step 8. Select the Go to W-3 button. The system displays your Form W-3. Use the options
on this page to submit your wage report, print your wage report, or return to your
unsubmitted Form W-2s.
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L esson 3: Download Submitted Form W-2s

Follow the instructions below to download an Adobe file containing Forms W-2 and W-3 for
aW-2 Online report submitted within the last 30 days.

Adobe files are available for 30 days or until December 31.

Step 1:  Point your browser to the Business Services Online Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

3 Business Services Online Welcome Page - IE6 > FO ) i =10l =|

File Edit ‘“iew Fawvaribes Tools  Help ﬁ
= BEck - =y - @ e | aﬁearch [3:] Favorites @Media @ | %v = - ]g ¢,

Links **

1 Snaglk

Address I hkkp: | b, socialsecuriby, gov fbso/bsowelcome, hkm j If*)GD

Step 2 Select the Login link on the BSO Welcome page.

= Login
L

Fwou have already registered, legin to use B850 senvices and to maintain your B850 account

The system displays the BSO - Privacy Policy Statement page.

Step 3. Select the | Accept button (located at the bottom of the page) after reading the
conditions defined on the BSO - Privacy Policy Statement page.

Ery meleciing s ] Azcepd bumer you are certifping sk wou
undersfand and agres bo the tsrme of use for Business Services
Cindinm Lharl artain s ihe sypeja) of B2 ceas pou ar mserizad

uu.-.mu VD0 T At |
1=

The system displays the Business Services Online Login page.
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“ Business Services Online

Ty B BEsiness

ey Ea Cndne (B50H

Business Servcet Onlima Lagin
Ty your reciairation Fik and passwond, then select Lagin
Persomal Idertification Mumber [PIH]'.| o " Password: |
If yoi have nobk recspsd pour Cassswertl Forgot your Fassword?
Lagn | Casesl |
ROTE A pyswarad i3 requesd $ler 30 days Tom the date g regestered H pou hase nagl secewed pour
femporary parsword withm 27 days call the Empleyer Regoring Bench st 8800577 267710 hebsmen
Wiondis aied Frday, T.00 &m 18 700 p . Bl Tene Yo may sleo eall (hic s § poo hies

wrgolie yaul PIN of Paagesid For TDOTTY | | -600-3050T0

Hiave @ quashen? Cull T8R.TTHEIT 18 speak wibh Enplopar Cuslomer Sarace gerismel

Far TDCLUTTY call 18082507,

Step 4:  Enter your PIN and password.

Step 5:  Select the L ogin button to display the main menu. The system displays the BSO
Home Page. (To return to the BSO Welcome page, select the Cancel button.)

Step 6:  Select the Download Submitted W-2slink.

I Jlmu].usd.iuhmlu.ﬁ}h'_u
Darsmiload & prinfsbie we afyow submibied Farms V-2 and Form W=, This peintable sersan can b swved o yow PG (TRS festune 15 anly

sl abie far Fams Y3 and Foem Wed creatad with ' 2 Oniine within 30 days of ha dale of submission)

The system displays the W-2 Online Download page with previously submitted
Wage Statements.

Step 7. Right-click the WFID link you wish to download.

Social Security Administration Page 21 of 22



BSO Tutoria — Tax Year 2003 W-2 Online

i Sowmal ?n.m:iﬂ ke 3 |
Ty Business Services Online

W-2 Online Download for Tax Year 2003

Fghl bk on P WF D (o0 el b 0 el pesems Sl = FUOD gl swiecd Saow % drmndand
yoa WD WD B Dapesing on R 0 e il i nd Cookl bakon § el o
g

Vil ] e A W Ehtad 1 W o Fodwel WD e Foam V3 Ao
Fendn: wrmns 50 i recemwracdnd B ian mifsam m ool mislesd pn por compos, jgllos
Ihg s o drwrdasd @ von Sdotei'y ee cowmined e

Firie Ty car #iss opsr e e nAoobsl Fesder om s coen ecsice sbhoud

diwrn g A TH Opsss B e For 09 covew Kcalee, e bk oo D WFED |0 1al 10 &
sl et i [l e

-

Wi o e el el i i e o e BO0 e Pans
WRE  Daie SutTemsd
MY M

YT - R a

Step 8. Select the Save Tar get As option from the browser menu to download the file onto

your computer.

o Sumi?mm()iﬁr ' ]
5 Business Services Online

W-2 Online Download for Tax Year 2003

Right-chick an the WFID (or lab fo il and press Skl + F10) snd selec! Save As o download
your W2 ['W-3 file. Depending on your configueation, this downioad could take & mindes o
leriger

You wall need Adobe Acrobsl Resder 1o pond your Formg We2 and Forn W-3 Acrobal
Resder version &0 8 recommended I thes software == nod metalled on your compuber, Kilios
hig bkt downioed @ fom Adobe's free download page

Mote! You car glso open the file in Acobat Reader from its cumen location whout
downinadng @ To open the Sle from A cumrent locetion, lef-click on the WFID (or tab fo1
and press Emier)

When you are finished you may Betam to the BS0 Home Page

WFID  Date Submitted
MG armnmg
Opany
FUpT Dpen i N Window

Pl T,

Step 9:  Select the Return to the BSO Home Page link to return to the BSO Home Page.
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